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NOV 3 1959
MEMORARDUM FOR: Deputy Director (Administration)
THROUGH 1 Comptroiler
SUBJRCT ¢ Graphice Services Throughout the Departnmental Head-

quarters of the Agency.

REFERENCE s Memo to DD/A from ID/I, dated 20 August 1952, and
memo from !A, dated 23 August 1952, same subject

1, In accordsnce wi inatructiom 8 survey bas been uade
of all ¢ mzutiea reonnel throughout the headquarters
of the The workload, g}ﬁ, and utilisation of these perse

onnel, toge vith aa examination of the material each organiz-
ation has been producing.

2, Certain selected groups, found to be performing duties which
must resain sttached to thelr respective parent organisations, have
net been considered for consolidation or revision, These include such
w sonnel sas those responsible to the Engineering Pivision,

Commonicetions because thelr activity must be accomplished
in conjunctlon with the designers of communications and electronics
materiel, Aleo excluded are personnel performing graphlcs services
of & research and development nature dowe in close cooperation with
those mm develapins J.ozintica.l mteriel tar opgrutioml use.

ghose responsible
remainlng organ~

for Rational Inteuiscnf‘e Burvey production.

igations within the y which lend themselves to coerdipated effort
snd consolidation nugber ten organizational units comprising a T/0
of ND slots with 34 on duty.
ZIhg Brobles.

&, XEach of these ten organizations are staffed with siziliar

m«m&. personnel performing e runction for the respective or-

tion in which they are located. This arr nt pree
cludes the possibility of any work being performed for other or-
ganlzatio components, other than thelr own, on & priority
basis. In meny ceses graphic organizetions are not knowm to
one snother snd 88 a consequence those that are burdeped with
an excesaive vorklosd, do not have liaison contact with other
similiar organizations to provide needed help acd assistance
when required. The disadventeges of such an arrangement are
numeroust the type of work received from sn individusl shop
will only be to the extent of the capsbilities of the personnel
assigned; small disbursed units of one or two graphic people
do not provide o unity to acquire additional talents that
wuld be provi under proper professional supervision.
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\ bs The lack of & central Agency facility for the preparsticm
of graphics hsmpers the requestor in that he does not know to
vhom to direct his request., If by happenstance he should know
of eny of these grephic loecations, they may not have sufficlent
talent at their dispoesl or they may be s¢ understaffed ve to
make Pulfillment of the request impossible. Fuwrther, the request
itself may not be justified in light of the time and expenditure
of meterisls necessary for camgetion., All of these factors
lend themselves to @ potentisl solution of consolidetion in one
centrel loeale of persons gapabile of making determinatiom of
Justification, arder of priority, and assignment of graphic fad~
lities. .

k. Eisdings.

a. Of--The Office of Cument Intelligence maintains e situ-
ation room providing fucilities fer briefing of qualified individuels
throughout the Agency and the United States Govermment, In eddition
to this responsibility the five espigned individuals arw responsible
for the graphics included in the daily and weekly publicatious of
00T, together with the preparation of certain types of presentations
used by the Director of Central Intelligence an & contimuing basis.
The short-tern deadlines imposed upen OCI for graphic materials
mike it almost impossible to prepere sufficlent materisl for inclusion
in their publications. The Deyuty Director (Intelligence) haes requested
addltional grsphics within OCI publications that exceed the time-capa-
bilities of the persomnnel assigned, No facility hes been established
vhereby perscmpel having lesser vorkloeds end doing comparsble work
throughout these various graphics components within the Agency can
aaslst OCI. Much of the material currently being prepsred by this
office could be done in other locations but because of the short
notice pricrity these conflict with their own pricirities, therefore,
little if any of OCI work is farmed out.

b. 00/¥DD| lbas assigned 25X1
one illustrastor performing services on & continuing baels for the
trecing er otherwise reproducag maps, charts, and graphs thet

_ Jare to be 25X 1

included in reports prepsred by the office. This type of materiel,
while & definite requirement, is & typical exammple of graphics
wvhich becsuse of 1is comtinuous technique does not give opportunity
. to the individual assigned for the further displey of talent. This
yroject requires the physicel presence of one individuel end at times
could be eugmented by additicmal personnel available to perform special
workloeds. The rotstion of gualified personnel to perform this functien
from & centrsl graphiecn service would then adequately meet the require-
ments of ¥IB
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¢c. ORE/Cetogrephic Division, Graphies Branche-The Oraphics
Branch of ORR more closely epproximates that of a central service
than any of the other facllities found within the Agency, their
vorkload ¢onsiste of approximately 50% overt material emd 503
covext material. 7Ibis crganization conslets of six individuals and
had been operating st slmost full capacity. Difficulties within this
organization, as in similiar installations throughout the Agency,
arige from Justification of priorities. The workload of this organ-
izational component also includes visual presentation for the National
Seeurity Council, the Bationanl Security Resources Board, and special
presentations requested by the Director of Central Intelligence.
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gs Office of Training, Support Staff- 25X1
of the Bupport Staff of this office consistis of iive individuals vho
are deing much the same type vork as is being performed elsevhere, but
for the utilization of the Traiming Office. While it is appreciated
that a elose liaiscon must be maintained between the instructers snd
the presentation personnel in arder to asgertain the need for and the
effectiveness of presentation materials sccompanying instructive
courses, there seems no justifisble reascn vwhy the personnel actually
accomplishing the graphice must be in glose proximity te those using
the material. Much of the materisls prepared by the Offilce of Training
also £8ll into the category of overt material end a porticn of the
large visuals now being used by this office have been prepared by the
ORR Grephies organization.

h. Office of Camunications--The Operatioms Division of this office
hes currently essigned one illustrator who is performing graphics
services for the most part of an adminisirative nature, this too falls
in the same general field of visual materisis as is found in other
graphic components. The resseignment of this individual would in effect
provide a better service to this office than the retention of one person
whose talents must of course be llmited to hie individual capabilities,

i, Administrative Serviges, Printing and Reproduction Divisione-

This aivision has two illustrators sssigned to perform graphic respon-
sibility sssociated with reproduction of Agency material. Much of the
workload being pesbrmed in the form of originel graphics could be re~-
duced by the proper preparation of visuals by & graphics service prier
to submittel to Reproductien. However, only one person should be con-
sidered for Agency consolidation as under any arrsngement the require-
ments of Printing end Reprodustion will utilize the full time services
of one individusl en details more g¢losely associated with reprodugtion
techniques than with eriginal graphics.

i« Procurement and Supply Office, Planping Staff--One statistical
dreftsman is currently engeged in the preparstion of charts and graphs
for inclusion in a monthly presentetion to the Chief, Procuremeni and
Supply Office., He is also utiliged for assoglated drafting duties
within the Planming Staff, lLarge-scale viguale Tor training, indoctrin-
stion, or for use in the development of Agency logistics are currently
prepexred for this Office by the ORR, Graphics Branch.

k. A ecommon problem of these organizations is that each is come
peting with one ancther for personnel with the same general types of
eapebilities, Further, 8 szall shop limited to ome or two individuals
does not provide opportunity for the perscnmel sssigned to enlarge
upon their capabilities or to learn new techniques witdhthe field of
graphics. Consalidstion under proper sdequate senior supervision would
eliminate placement competition and subsequent proselyting and provide
facilities for individusl advancement together with the assigrment of
individusls in seeordance with Ageney need,

e .
SECRET

information

Approved For Release 2006/12/04 :%:I‘K‘-%DP(S 1-00901A000300010019-7



Approved For Release 2006/12/04 : CIA-RDP61-00901A000300010019-7

SECRET

Lacorily Informalion

8. It is recomuended that these ten orgauizationsl cemponents
listed m together with the 35 persons assigned be consolidated for
sdministrative and supervisory control within the (KR Cartographic
Division of the Agency, The physical location of this erganization
¢an be determined later but all persennel should be cleared for the
most covert activities to be saccowplished, Wheve de-sentralivation of
& graphics sanponent ¢r individusl is required fer the sccomplishment
of & specific mission they should be pPhysically descentralized but
remain undsr central aduinistrative controel, This systen provides fors
rotetion of persoumel; walimited epportunities for individusls to sdvance
in the field of graphic; an sdequate system for the assignment of
priorities; and emnsures full utilisation of the professiomal talent
:;:ﬁﬁig within the Agency fer ihe sccouplishment of graphics respon-

288,

S8Yings. Consolidation of graphic facilities for sdministrative
pervisory centrel will effect the following savings:

&e Present existing T/0 slots not encumbored:

25X1
Information mnd Editoriel Speclalist (S.11 $3,940
Artist Iustretor 687 2205
Artist Illustrator GE=b 3,175

Artist Illusirator GSwT 4,805

Visual Informstion Specialist<Graphics G512 75040
Exhivition Worker-PFlastic G330 5,060

ba Proposed requests for T/0 increase (or esteblishment®);

Artist Illustrator ' G8-T k,205

Artist Illustrator GSwT 4,205

Artist Illustrator GB=1Y 5,940

Artist Ilustrator GS-7 4,205
=5  SECRET
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3.

Coat of procsessing aupply regquisitions:

2 me, sversze of requisitions ¥ 10 graphic
locetionss 2C per mo.

2C X $17.00 average cost of processing
requigitiens $340 per mo.

$340 ¥ 12 = $4,080 - $4OB cost for ome
organigation =
per anmum savinges on requisitions

Cost of materisls equipping and operating graphic
shop in Procurement & Supply Office on & per anmum
basis

Total per annum savings

3,672

2,000

$53,852

To the sbove figure cen be addad substantial sevings for such
items as file equipment, safes, veults, together with the eliminetion
of duplicatéve equipment normelly sssoci-led with graphic shepe not
used on & comstant besis (such as drafting equipment, air brushesz, etc.)

25X1
Chief, Organigation % Methods Service
Clonour:
. 5 e i -
TS T — —
orR: ) N Admin. Services
TS e ‘ T Precurement & Supply BEFR A
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